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1.0 Authority

(a) 5 USC Chapter 61 - Sections 6101-6105 and Chapter 63 (includes Annual and Sick
Leave Act of 1951, as amended, herein referred to as Leave Act).

(b) 5 CFR Parts 610 and 630.

(c) Family Medical Leave Act of 1993, Pub. L. 103-3, 29 USC 260, 29 CFR 825.

2.0 Purpose

This manual section establishes Peace Corps' policy on staff absence and leave. Applicable
definitions and procedures are set forth in the accompanying MS 635 Absence and Leave
Procedures (“Handbook™). It is important to read this manual section and the accompanying

information in the Handbook together in order to fully understand applicable policies and
procedures.

3.0 Applicability
This Manual Section covers all Peace Corps employees except for the following:
(a) Director and Deputy Director.
(b) Intermittent employees for whom a regular tour of duty during each administrative
\I/;/g\rllé\)/veek has not been established in advance (intermittent employees do not earn

(c) Foreign Service National employees who occupy positions outside the United States.

(d) Personal Service Contractors

Peace Corps | MS 635 Staff Absence and Leave Page 1



4.0 Definitions

The definitions of terms used in the Peace Corps’ policies and procedures governing employees’
absence and leave are set forth in part 4.0 of the accompanying Handbook.

5.0 Policy

It is the policy of the Peace Corps to foster a workplace environment specifically designed to
help employees better manage their work and personal life responsibilities. This policy is
intended to increase opportunities for employee satisfaction, development, and fulfillment and to
maximize employee creativity and productivity.

Peace Corps policy regarding absence and leave will comply with 5 USC Chapter 63 and, in
most cases, applicable Office of Personnel Management (OPM) guidance. However, when
discrepancies between OPM guidance and this Manual Section arise, the provisions of this
manual section will take precedence, except when necessary to comply with federal laws. Where
this manual section is silent, OPM guidance will be followed where practicable.

6.0 Applicable Principles

The procedures implementing the applicable principles in the sections below are set forth in the
accompanying procedural Handbook. It is important to read this manual section and the
accompanying procedural Handbook together to understand fully how the Peace Corps’
administration of its policies governing absence and leave is to be implemented.

6.1 Leave Administration

The underlying premise is that within the context of basic requirements and criteria, leave
approval will be made at the “work unit” level. Associate/Regional Directors, Office Heads, and
all first-line supervisors are expected to approve leave when appropriate and when it will provide
for sufficient work coverage during the employee's absence.

All leave will be computed and recorded in units of one hour, except that absences without leave
(AWOL) will be charged in an exact amount of time to the minute. See Handbook section 6.0 for
further information.

Use of credit hours is a benefit that is a form of leave. It is accumulated and used in units of one
minute, maintained within the Peace Corps’ electronic timekeeping system. For more
information regarding credit time see also MS 630 Hours of Duty, section 4.8.1.1.3.

In the event a supervisor believes any type of leave is being abused, the employee may be subject
to leave restrictions with the concurrence of the Office of the General Counsel.

7.0 Sick Leave

Sick leave is defined in section 4.0 of the Handbook.
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7.1 Sick Leave Administrative Responsibility

It is the responsibility of supervisors to approve requests for sick leave for any of the reasons
prescribed in section 6.2.3.1. If there is doubt as to whether the employee's absence is due to any
of these reasons, the supervisor will satisfy himself or herself on this point before approving the
charge to sick leave. Requirements and limitations governing the approval of advance sick leave
are set forth in section 7.5 of the Handbook.

7.2 Accrual of Sick Leave

Sick leave accrues and is credited as set forth in section7.2 of the Handbook for full-time
employees, employees who are other than full-time, employees who are in a pay status for less
than a full biweekly pay period, employees in a non-pay status, and employees who are being
paid disability compensation, respectively.

7.2.1 Accumulation of Sick Leave

Sick leave not used in the year in which it accrues shall accumulate without limitation and be
available for use in succeeding years. The days of unused sick leave cannot be added for the
purpose of meeting length of service required for retirement eligibility.

7.3 Granting and Approving Sick Leave

Subject to sick leave limitations below, a supervisor must grant sick leave to an employee when
he or she:

(a) Receives medical, dental, or optical examination or treatment (see Handbook for further
explanation);

(b) Is incapacitated for the performance of his or her duties by physical or mental illness,
injury, pregnancy, or childbirth;

(c) (1) Provides care for a family member who is incapacitated by a medical or mental
condition or attends to a family member receiving medical, dental, or optical examination
or treatment; or

(2) Provides care for a family member with a serious health condition;

(d) Makes arrangements necessitated by the death of a family member or attends the funeral
of a family member;

(e) Would, as determined by the health authorities having jurisdiction or by a health care
provider, jeopardize the health of others by his or her presence on the job because of
exposure to a communicable disease; or

() Must be absent from duty for purposes relating to his or her adoption of a child, including

appointments with adoption agencies, social workers, and attorneys; court proceedings;
required travel; and any other activities necessary to allow the adoption to proceed.
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7.3.1 Sick Leave Limitations

The limitations on the amount of sick leave an employee may use are set forth in section 7.3 of
the Handbook.

7.3.2 Notification to Supervisor

An employee who is absent on account of sickness is personally responsible for notifying the
supervisor of the need for sick leave or having the supervisor notified within two hours of the
usual reporting time on the first workday of such absence. The employee must request prior
approval for sick leave for the purpose of receiving medical, dental, or optical examination or
treatment and, to the extent possible, when caring for a family member.

7.3.3 Request and Approval of Sick Leave

The Peace Corps will grant sick leave only when the need for sick leave is supported by
administratively acceptable evidence. Section 7.3 of the Handbook sets forth the time limits,
form of any administratively acceptable evidence and/or medical certification as required by the
supervisor, and requirements for submitting OPM Form 71 (Request for Leave or Approved
Absence).

7.3.4 Sick Leave During Official Travel

In the event an employee becomes ill while in official travel status, the period of time for which
the travel status is interrupted because of illness will be charged to sick leave.

7.3.5 Sick Leave During Hazardous Weather Dismissals

In the event of hazardous weather dismissals, an employee on scheduled sick leave with no
expectation of return to duty before the close of workday will be charged sick leave as if the
dismissal had not occurred.

7.3.6 Substitution of Sick Leave for Annual Leave

Sickness which occurs while an employee is in annual leave status may be charged to accrued
sick leave and the charge against annual leave reduced accordingly.

7.4 Abuse of Sick Leave

7.4.1 Responsibility of Supervisors

Supervisors are responsible for reviewing the circumstances surrounding indiscriminate or
seemingly excessive use of sick leave to determine whether there is a proper use of sick leave. If

a supervisor determines that there is an abuse of sick leave, that supervisor is responsible for
correcting the situation.
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7.4.2 Action by Supervisors

The requirements governing corrective action by supervisors who suspect abuse of sick leave are
set forth in section 7.4 of the Handbook.

7.5 Advance Sick Leave

Subject to the limitations and approval requirements set forth in section 7.5 of the Handbook,
sick leave may be advanced to full-time and part-time employees.

Advance sick leave is not an employee entitlement and will not be granted to an employee under
an abuse of sick leave notice during the six months preceding the request for advanced sick
leave.

7.5.1 Refunds for Advance Sick Leave

Except as set forth in section 7.5 of the Handbook, an employee granted advance sick leave, who
is separated before he or she earns sufficient sick leave to repay the sick leave indebtedness, is
required to make a refund for the unearned portion. The requirements governing such refunds
and the circumstances when no refunds are necessary are also set forth in section 7.5 of the
Handbook.

7.6 Return to Duty After Extended Sick Leave

The requirements governing the return to duty of an employee who has been on extended leave
for medical reasons are set forth in section 7.6 of the Handbook.

7.7 Re-credit and Transfer of Sick Leave

The requirements pertaining to the re-credit and transfer of sick leave are set forth in section 7.7
of the Handbook.

8.0 Annual Leave

Annual leave is defined in section 4.0 of the Handbook.

8.1 Administrative Responsibility

Leave planning and the approval of annual leave is an administrative responsibility of
supervisors. An employee may use annual leave for vacations, rest and relaxation, and personal
business or emergencies. An employee has a right to take annual leave, subject to the right of the
supervisor to schedule the time at which annual leave may be taken. Generally, it is the policy of
Peace Corps to grant earned annual leave as requested, when workload and equity permit.

8.2 Accrual of Annual Leave

Annual leave accrues and is credited as set forth in section 8.2 of the Handbook.
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8.3 Crediting Prior Service for the Determination of Leave Accrual Rates

Candidates for employment may be eligible under 5 CFR Part 630 for the crediting of prior
federal or non-federal service, that otherwise would not be creditable under 5 U.S.C. 6303(a), in
the determination of leave accrual rates that meet established criteria. Candidates do not have an
automatic entitlement to receive prior service credit and determination of eligibility must be prior
to commencement of employment.

This authority cannot be retroactively applied to current employees according to 5 CFR
630.205(d).

8.3.1 Responsibilities

The Director of Human Resource Management (HRM) will make determinations, on a case-by-
case basis, to grant service credit for service that otherwise would not be creditable under 5
U.S.C. 6303(a). If approved, HRM grants credit to candidates on the effective date of their initial
appointment, or reappointment after a break in service of 90 days or more from a federal
appointment, to a position in the Peace Corps.

8.3.2 Coverage

Peace Corps applies this authority to positions eligible to earn leave, as identified in 5 U.S.C.,
Chapter 63.

Candidates may receive service credit for the following:
(a) Prior work experience in a non-Federal appointment;
(b) Prior work experience in a Federal appointment that would normally not be creditable; or
(c) As specified by 5 CFR 630.205(b), a period of active duty in a uniformed service that
otherwise would not be credited in determining their annual leave accrual rate of an
employee who is a retired member of a uniformed service as defined by 38 U.S.C. 4303,
if the conditions for crediting prior service have been met (see section 8.3.3.1 of this
policy, Criteria to grant prior service credit).
8.3.3 Conditions for Crediting Prior Service

8.3.3.1 Criteria to Grant Prior Service Credit

The grant of prior service credit is discretionary and subject to the candidate(s) meeting all of the
following conditions:

(a) The skills and experience they possess are essential to the new position and were

acquired in a prior position in which their duties directly relate to the position to which
they are being appointed;
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(b) There must be at least one year of demonstrated work experience in a prior position
which is at or equivalent to no less than one grade level below the position to which they
are being appointed,

(c) The skills and experience they possess are necessary to achieve an important Peace Corps
mission or performance goal;

(d) The candidate must not have resigned while subject to an adverse action, while subject to
an Inspector General investigation, or been terminated from the position upon which the
creditable service is sought.

8.3.3.2 Amount of service credited

The amount of service credited will only include the actual amount of service where the duties
performed directly relate to the position to which the candidates will be appointed. In addition,
the prior service must meet the following conditions:

(@) Only service that was conducted within the past 15 years relevant to the candidate's
appointment date to the Peace Corps will be considered.

(b) It must have been either full-time employment or part-time employment of at least 32
hours during a two-week period (16 hours per week).

8.3.4 Required Documentation

The required documentation for the determination is outlined in the accompanying procedures,
and is the responsibility of HRM. Documentation and recordkeeping procedures must be
sufficient to allow reconstruction of each action.

8.3.5 One-Year Service Requirement to Retain Service Credit

Service credit granted to an employee for prior work experience remains creditable for annual
leave accrual purposes, unless the employee fails to complete one full year of continuous service
with the Agency.

Once the employee completes one full year of continuous service with the Peace Corps, the
period of service for which the employee was granted service credit is permanently credited for
annual leave accrual purposes for the duration of the employee's Federal career.

An employee must not receive dual credit for the same period of service. Once an employee is

permanently credited with service in a prior position or a period of active military service (upon
completion of one full continuous year with the Peace Corps), that period of service may not be
considered for further credit if the employee has a future break in service.
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8.3.5.1 Leave without Pay Status During the 1-Year Period of Continuous Service
Requirement

If an employee is placed in a leave without pay status during the 1-year period of continuous
service required in 8.3.5, the 1-year period of continuous service must be extended by the
amount of time in a leave without pay unless:

(a) The employee separates or is placed in a leave without pay status to perform service in
the uniformed services (as defined in 38 U.S.C. 4303 and 5 CFR 353.102) and later
returns to civilian service through the exercise of a reemployment right provided by law,
Executive order, or regulation; or

(b) The employee separates or is placed in a leave without pay status because of an on-the-
job injury with entitlement to injury compensation under 5 U.S.C. chapter 81 and later
recovers sufficiently to return to work.

8.3.6 Separation before Completing One Year of Service

If an employee separates from the Peace Corps or transfers to another Federal agency prior to
completing one full year of continuous service with the Peace Corps, the employee is not entitled
to retain credit for the prior work experience.

Prior to the transfer or separation of the employee, HRM staff will establish a new service
computation date for leave, subtracting the credit that was provided for prior work experience.
Any annual leave earned by an employee remains to his or her credit, even if the employee fails
to complete one full year of continuous service with the Peace Corps. The Peace Corps must
transfer the annual leave balance to the new employing agency, or provide a lump-sum payment
for unused annual leave if the employee is separating from Federal service or moving to a new
position to which annual leave cannot be transferred.

If an employee loses service credit for service in a prior position or a period of active military
service because he or she fails to complete one continuous year of service with Peace Corps, an
agency may elect to provide credit for that same period of time to the employee in the future, if
and when the employee is reappointed to a Federal position. An agency may provide credit for
the same period of service in a prior position if the employee has had a break in service of at
least 90 calendar days and meets all the requirements for receiving credit for such service.

8.4 Limitations on Accumulation of Annual Leave

Limitations on the accumulation of annual leave for employees stationed in the United States,
employees stationed outside of the United States, and employees in the Senior Foreign Service
are set forth in section 8.3 of the Handbook.
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8.5 Granting Annual Leave
8.5.1 Approval

All employees must secure advance approval of annual leave from their supervisor by submitting
an OPM Form 71, except when, because of unforeseen circumstances, it is necessary for an
employee to be absent for reasons chargeable to annual leave and it is not possible to obtain
approval in advance. In such cases, the employee must normally contact or transmit notice to the
supervisor within two hours of the usual reporting time of the beginning of the first workday of
absence to request leave. The employee is personally responsible for the delivery of such
messages and obtaining leave approval. Upon returning to work, the employee will submit to the
supervisor an appropriate leave request on the OPM Form 71.

8.5.2 Annual Leave in Connection with Official Travel

An employee who requests to take annual leave in excess of three (3) days while on international
travel or in connection with home leave must have the leave approved in advance by the
appropriate A Delegate for that office (for travel by an A Delegate, he or she must obtain
approval from their next higher supervisor). At the sole discretion of the employee's immediate
supervisor annual leave of three days or less may be approved.

8.5.3 Employees Receiving Injury Compensation

Employees injured in the line of work who are eligible for workers compensation payments and
who elect to receive such compensation may not be granted annual and/or sick leave for any time
covered by such payments. In such cases, employees will be in a leave without pay status for the
period of absence during which they are receiving injury compensation.

8.5.4 Substitution of Annual Leave

Annual leave may be substituted for scheduled sick leave if the supervisor approves the
substitution, and would have granted the annual leave initially. The retroactive substitution of
annual leave for regular sick leave is permissible only within the same pay period and before
final submission of the timesheet to the payroll office. Retroactive changes after the pay period
in which the substitution took place are not permitted.

Annual leave may be substituted for leave without pay when: (a) An employee is placed in a
leave without pay status because the leave balance had not been transferred in from another
federal agency at the time the employee took leave, or (b) An employee is placed in leave
without pay status because of an error on leave balance or misunderstanding, and annual leave
could have otherwise been granted.

8.5.5 Payment of Annual Leave on Separation

Employees are entitled to a lump-sum payment, on separation, for all annual leave credited to the
employee.
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8.6 Granting Annual Leave in Advance of Accrual

An employee may be granted annual leave up to the amount he or she will earn by the end of the
appointment or the leave year, whichever occurs first. However, in granting an employee annual
leave in excess of the amount actually earned, the supervisor authorized to approve leave must
have reasonable assurance that the employee will be in a duty status long enough to earn the
leave granted before the end of the leave year. Advance annual leave is not an employee
entitlement.

8.7 Repayment of Annual Leave Used in Excess of Entitlement

Employees are required to refund the full amount of any annual leave that may have been
credited and/or used in excess of entitlement because of administrative error. Such refunds, as
well as the options available to employees for repayment, are governed by the requirements set
forth in section 8.6 of the Handbook.

8.8 Lump-sum Payment for Annual Leave

Pursuant to the provisions of 5 USC 5551 - 5552, a lump-sum payment is made for unused
annual leave upon separation of an employee in the circumstances and under the requirements set
forth in section 8.7 of the Handbook.

8.9 Rate of Pay Used in Computing Lump-sum Payment

Rate of pay used for computing lump-sum payment is as set forth in sections 8.8 of the
Handbook.

8.10 Restoration of Forfeited Annual Leave

Public Law 93-181, effective December 14, 1973, authorizes the temporary restoration of annual
leave in excess of the maximum permissible carry-over defined in section 8.3 to employees who
forfeited their annual leave due to administrative error, exigencies of the public business, or
sickness. The requirements and procedures for the restoration of annual leave, necessary
documentation, time limits for the use of restored leave, and utilization of a separate leave
account are set forth in section 8.9 of the Handbook.

9.0 Leave Without Pay

Leave without pay (LWOP) is defined in section 4.0 of the Handbook. Normally LWOP is
requested when other leave, such as sick leave or annual leave, is exhausted or not available.

9.0.1 Administrative Responsibility

In most instances, the approval of LWOP is a matter of supervisory administrative
discretion. However, employees have an entitlement to LWOP in the following situations:

(@) The Family and Medical Leave Act of 1993 (FMLA) (Public Law 103-3, February 5,
1993), provides covered employees with an entitlement to a total of up to 12 weeks of
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unpaid leave (LWOP) during any 12-month period for certain family and medical
needs. (See section 16.0 below)

(b) The Uniformed Services Employment and Reemployment Rights Act of 1994 (Pub.L.
103-353) provides employees with an entitlement to LWOP when employment with an
employer is interrupted by a period of service in the uniformed service.

(c) Executive Order 5396, July 17, 1930, provides that disabled veterans are entitled to
LWOP for necessary medical treatment.

(d) Employees may not be in a pay status while receiving workers' compensation payments
from the Department of Labor.

(e) Employees accepted as Volunteers shall be granted leave without pay not to exceed their
current employment appointment, if requested.

9.0.2 LWORP for Thirty (30) Days or Less

LWOP for 30-days or less may be granted for medical, emergency, or personal reasons by
supervisors.

9.0.3 Extended Leave Without Pay

Extended LWOP for periods exceeding 30 days may be granted by the A Delegate for that office
(for LWOP by an A Delegate, he or she must obtain approval from their next higher supervisor)
or higher authority. The initial period of extended LWOP should be limited to a period not to
exceed six months. The requirements governing extended LWOP are set forth in section 9.0 of
the Handbook.

9.0.4 Requesting Leave Without Pay
The procedures for requesting LWOP are set forth in section 9.0 of the Handbook.
9.0.5 Charging Leave Without Pay

One hour is the minimum charge for LWOP, and additional time is charged in multiples of one
hour.

9.0.6 Holidays

An employee who has obtained approval in advance for LWOP for a defined period is entitled to
compensation for a holiday only if the following two requirements are met:

(a) that holiday occurs between the date LWOP expires and the date of the return to duty,
and

(b) the employee reports for duty on the next workday following expiration of the LWOP.

An employee on LWOP will not be paid for any holiday that falls within the period of LWOP.
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9.0.7 Effects of Leave Without Pay

LWOP has a significant effect on many employee benefits and other programs. These significant
effects are set forth in section 9.0 of the Handbook.

10.0 Absence Without Leave (AWOL)

Absence without leave is defined in section 4.0 of the Handbook. An employee who is AWOL
must explain to the immediate supervisor, at the earliest feasible time, the cause of the absence
and the reason for failure to properly request permission to be absent. Further actions by the
supervisor and the possible consequences of AWOL are set forth in section 10.0 of the
Handbook.

11.0 Military Leave

Military leave is defined in section 4.0 of the Handbook. The requirements concerning the types
of military duty covered by this section, eligibility for military leave, requesting military leave,
and granting military leave are set forth in section 11.0 of the Handbook.

12.0 Court Leave

Court leave is defined in section 4.0 of the Handbook.
12.0.1 Eligibility

Court leave for jury duty or witness service may be granted to both permanent and temporary
employees either full-time or part-time. Intermittent employees or those already in a leave
without pay (LWOP) status on the date of duty or service are not eligible for court leave.

12.0.2 Jury Duty

Jury duty is defined in section 4.0 of the Handbook. It is an important civic responsibility. It is
Peace Corps' policy not to request a court to excuse an employee from jury duty, except in cases
of necessity. The requirements for seeking excused absence from jury duty are set forth in
section 12.0 of the Handbook.

12.0.3 Witnesses in an Official Capacity

Attendance at court in an official capacity is considered official duty, and no leave of any kind is
charged. Attendance at court by an employee who is summoned or assigned by Peace Corps to
testify in a non-official capacity on behalf of the United States Government or that of the District
of Columbia is also considered official duty.

12.0.4 Granting Court Leave

Court leave will be granted upon submission of a summons and will cover the period from the
reporting date specified on the summons until the time the employee is discharged by the court,
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regardless of the number of hours per day or days per week he actually serves on a jury or is
required to be in court as a witness. The requirements governing the approval and use of court
leave are set forth in section 12.0 of the Handbook.

12.0.5 When Court Leave Will Not Be Granted

Court leave cannot be granted to an employee subpoenaed in private litigation to testify, not in
an official capacity, but as a private individual in a judicial proceeding in which the Federal,
State, or local government is NOT a party. Absence for this purpose must be charged to annual
leave or leave without pay.

12.1 Payments of Fees and Allowances

The requirements governing payments of fees and allowances paid to an employee on court
leave, jury service, or witness service, as well as an employee’s entitlement to travel expenses
while on such leave, are set forth in section 12.1 of the Handbook.

13.0 Home Leave

Home leave is defined in section 4.0 of the Handbook. It is Peace Corps policy to provide home
leave to Peace Corps direct hire employees who qualify for the leave. Home leave is earned by
service abroad for use in the United States, in the Commonwealth of Puerto Rico, or in the
possessions of the United States. The requirements and limitations governing the earning,
granting, and repayment of costs of home leave are set forth in section 13.0 of the Handbook.

14.0 Leave for Funerals and Bereavement

Funeral Leave is defined in section 4.0 of the Handbook. An eligible employee must request
funeral leave in advance and will be granted such leave as needed, not to exceed three (3)
workdays. The three (3) workdays need not be consecutive. The requirements for funeral leave
are set forth in section 14.0 of the Handbook.

Leave to attend the funeral of a family member is not defined as “funeral leave” and is instead a
form of sick leave. Please see 7.3.

15.0 Excused Absences

Ordinarily excused absences are authorized on an individual basis; however, groups of
employees may be excused under certain conditions as determined by the Director of Peace
Corps or by such official to whom this authority is delegated.

15.1 Group Dismissals

The Director of the Peace Corps has the authority to administratively excuse groups of
employees from duty for such reasons as:
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(a) Observance of a local holiday,

(b) Weather conditions,

(c) Emergency conditions (fires, explosions, etc.), and

(d) Managerial reasons (power failures, breakdown of equipment, etc.).
This authority may be re-delegated.
15.2 Individual Dismissals

Individual employees may be excused from duty by officials who have been delegated such
authority (normally immediate supervisors), for such reasons as:

(a) Registration and voting,
(b) Civil defense activities,
(c) Participation in military funerals,
(d) Blood donation,
(e) Tardiness and brief absence,
(F) Representing employee organizations, and
(g) Conferences and conventions.
15.3 Eligibility for Excused Absence

The requirements governing the eligibility for excused absences are set forth in section 15.3 of
the Handbook.

15.4 Holidays
15.4.1 U.S. Holidays

All employees, except those required to remain on duty to carry out essential operations, are
excused without charge to leave on all U.S. legal holidays as specified below:

(a) New Year's Day, January 1.
(b) Martin Luther King Day, closest Monday to January 15.
(c) President’s Day (formerly Washington’s Birthday), the third Monday in February.

(d) Memorial Day, the last Monday in May.
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(e) Independence Day, July 4.

(F) Labor Day, the first Monday in September.

(9) Columbus Day, the second Monday in October.

(h) Veterans Day, November 11.

(i) Thanksgiving Day, the fourth Thursday in November.

(1) Christmas Day, December 25.
Any other day designated as a holiday by Federal statute or Executive Order of the President.
15.4.2 Host Country Holidays
Host country holidays are recognized when:

(a) Such days are customarily observed as holidays by the local government, local business
firms, and the diplomatic and consular offices of other countries; or

(b) Failure to observe such days would be contrary to the interests of the United States, or it
would be impractical to keep the office open because of drastic curtailment of normal
services, such as transportation or building maintenance. (For further information see 2
FAM 111.)

15.4.3 Inauguration Day

January 20 of each fourth year after 1965 is a legal public holiday in the metropolitan area of the
District of Columbia. The metropolitan area of the District of Columbia includes in addition to
the District of Columbia, Montgomery and Prince Georges Counties, Maryland; Arlington and
Fairfax Counties and the cities of Alexandria and Falls Church in Virginia. The holiday benefits
for Inauguration Day apply only to employees employed in the metropolitan area of the District
of Columbia. Employees in a travel status or performing duties away from the metropolitan area
on Inauguration Day are not entitled to holiday benefits for that day.

15.5 Registration and Voting

Employees are encouraged to carry out their civic responsibilities by voting in all elections. It is
government policy to excuse employees to register or vote, according to the guidance in the
Handbook, in any elections or in referendums on a civic matter in their community when such
excused absence does not seriously interfere with operations. The requirements and
considerations for the granting of excused time for the purposes of registering and voting are set
forth in section 15.5 of the Handbook.

15.6 Absence for Physical Examination

An employee may be granted necessary administrative time off, not to exceed one day, for the
purpose of taking a medical examination determined to be necessary in connection with
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employment status in Peace Corps. In addition, necessary time off may also be given to
employees who participate in Peace Corps employee health maintenance examination programs,
normally not to exceed one-half day depending on the employee's reaction effects, accessibility
of facilities, and other variables. Supervisors should exercise reasonable judgment in their
decisions as to how long each individual employee needs for health examinations. Medical and
health aspects of examinations should always be evaluated by the attending physician or nurse.

15.7 Absence for Blood Donations

As an incentive to stimulate participation in Peace Corps' blood donation program, employees
who donate blood during a planned Blood Drive may be given up to four hours of administrative
leave. This leave must be used on the day of the donation and must be approved by the
supervisor. Supervisors are encouraged to approve such leave requests.

15.8 Treatment for Injury

An employee injured in the performance of duty will not be charged leave for initial examination
or out-patient treatment by, or transport to and from, a government physician or by a facility
officially authorized to treat employees injured on duty.

If the employee performs duty during some part of the day on which a subsequent examination
or treatment is received for the work-connected injury, the employee's supervisor may approve
additional excused absences.

For a day in which no work is performed, leave will be charged, except for the time required for
treatment or examination of a work-connected injury.

When an employee's duty station is outside the continental United States and local treatment is
not available, the injured employee may be excused, without being charged to leave, for
whatever period is required for travel to and from the nearest approved medical facility. Travel
time under these circumstances shall be allowed both for initial and later treatment at a medical
facility.

15.9 Travel Time

Employees who are serving outside the United States or serving, if their residences are
elsewhere, in the Commonwealth of Puerto Rico or the possessions of the United States may be
granted travel time, without charge to leave, for purposes of going from their duty posts to their
places of residences and for returning to those posts under the following conditions:

(a) They are authorized to accumulate up to 45 days of annual leave.

(b) The travel time without charge to leave is limited to one return visit on leave during a
prescribed tour of duty.

(c) The leave-free travel time is limited to that required for travel by common carrier over
the most direct route, but may include time necessarily occupied awaiting transportation.
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15.9.1 Taking Leave Other Than at Place of Residence

An employee who is eligible for leave to return to the place of residence may take leave at a
location other than the place of actual residence but the other location must be within the
country, territory, or possession in which such place of actual residence is located.

15.10 Other Excused Absences

Under certain conditions employees may be excused to participate in specifically approved
activities, e.g., certain labor-management relations activities as specified in MS 659 Labor-
Management Relations or in the collective bargaining agreement between the Peace Corps and
the Peace Corps Employees’ Union (AFSCME Local 3548), and under certain circumstances as
specified in MS 653 Equal Employment Opportunity and Affirmative Employment, MS 655
Employee Grievance Procedure, and MS 645 Prevention and Elimination Of Harassment,
Including Sexual Harassment. Peace Corps officials and employees having questions about
absences or specific details not covered by this manual section should consult with the HRM
Staffing Specialist assigned to service their respective area.

15.11 Hazardous Weather Dismissal

Upon an official determination that hazardous weather conditions justify the closing of offices in
a particular locality, employees will be excused from duty without charge to leave for the period
during which their offices are closed, in accordance with 15.11 of the Handbook.

15.12 Hot Weather Dismissal

Although dismissals due to excessive heat in most United States work sites should be nonexistent
or rare, some offices may have power failures which result in extreme heat. Such instances are
governed by the requirements set forth in section 15.12 of the Handbook.

16.0 Family and Medical Leave Act (FMLA)
Entitlement

Under the Family and Medical Leave Act of 1993 (FMLA), most Federal employees are entitled
to a total of up to 12 workweeks of paid or unpaid leave during any 12-month period for the
following purposes:

(a) the birth of a son or daughter of the employee and the care of such son or daughter;
(b) the placement of a son or daughter with the employee for adoption or foster care;

(c) the care of spouse, son, daughter, or parent of the employee who has a serious health
condition; or

(d) a serious health condition of the employee that makes the employee unable to perform the
essential functions of his or her positions.
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FMLA leave is defined in section 4.0 of the Handbook. The benefits, rights, policies, protection,
obligations, and requirements under the FMLA, including links to other sources of information,
are set forth in section 16.0 of the Handbook.

17.0 Peace Corps Voluntary Leave Transfer Program (VLTP)

Under the Voluntary Leave Transfer Program (VLTP), a covered employee may donate annual
leave directly to another employee who has a personal or family medical emergency and who has
exhausted his or her available paid leave. VLTP leave is defined in section 4.0 of the Handbook.
The requirements and limitations governing the VLTP are set forth in section 17.0 of the
Handbook.

18.0 Emergency Leave Transfer Program (ELTP)

In the event of a major disaster or emergency as declared by the President that results in severe
adverse effects for a substantial number of employees, the President may direct the U.S. Office
of Personnel Management (OPM) to establish an emergency leave transfer program (ELTP).
Under an ELTP, a covered employee in an executive agency or the judicial branch, or an agency
leave bank, may donate annual leave for transfer to employees of the same or other agencies who
are adversely affected, or have family members who are adversely affected, by the disaster or
emergency (e.g., floods, earthquakes, hurricanes, bombings).

ELTP leave is defined in section 4.0 of the Handbook. The requirements and limitations
governing ELTP leave, as well as appropriate forms for applicants, donors, and transfer of leave,
are set forth in section 18.0 of the Handbook.

19.0 Handbook

Procedures implementing this manual section are set forth in the Handbook. The Human
Resource Council is authorized to approve the Handbook and any revisions to the Handbook.
See MS 601 Administration of the Peace Corps Personnel System at 3.1.2.

20.0 Effective Date

The effective date is the date of issuance.
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